GP8: DEDUCTION REPORTING PART 1 - IMPORTS

Deduction Reporting Part 1 - Imports

In this guided practice, you will learn how to:

B import a new deduction report,
B process a deduction report import, and

B review and correct a file that is Processed with Errors.

Importing a deduction report
1) Login to MyTRS. The Home page appears.

2) Click Import MTRS Deduction Report to navigate to the Import New Systems Data window
(also in your “I Want To:” menu).

Monday, February 14, 2011 | Welcome Barbara Gordon | Want To: ;l Account Settings | Logout

[! !f%! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

Employer Management News and Alerts

e View Employer Information

e View/Update Payroll Calendar

e Review Employer Deduction Reports, Billing History & Payments
e Process Your Online EFT Payments

Your Members

e View/Update Member Information
e Register Employee

Import/Export Files

e Import MTRS Deduction Report_

Administration Functions

e View/Update Your Password and Other Account Settings
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GP8: DEDUCTION REPORTING PART 1 - IMPORTS

3) On the import page, click the New... button.

RS 9005 GOTHAM PUBLIC SCHOOLS

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

Home » Import/Export Files » Import New System Data

Import Files BlstladsE NS

Filter
Import Type: [%) =i File Load start date: j
Import Status: IA" ;' File Process start date: [02/15/2011 ]j [ Filter ]
Imports ,
[ Mew... ) [ validate | Process...)[ wvoid ][ View Report |
Current system time: 2/14/11 4:25:04 PM
-+ Controls
Import File File
Active Details Header Status BOCESS Import Type Import Description Load Process Performance
gag Start  Date ~ePort
Processed Completed| Deductton Report Gotham May - No Hank 2/14/11 2/14/11]
Successfull e Import 4:14:40| 4:15:04
PM PM
. Details 5034 Voided Completed Deduction Report ~ Gotham May 2010 2/14/11 2/14/11
File Import 4:03:03 4:13:29
PM PM

The New Import pop-up window opens.

{2 New Import - Windows Internet Explorer Ol x|

% https:/{v3uat.trb.state.ma.usfuattest/app?service=external/EmployerPages:NewImport ’ g ‘

Import Info

Import Type: I Deduction Report File Import ;l *

File Name: | || Browse.. | *
Import [ *
Description:

Arguments

Reportina periods [ *

ESS Flag: ™

Save Cancel

* Denotes Reguired Field

[pone [_ [_ ,_ I_ ,_ [_ [_ |€D Internet [“a ~ | % 100%

4
N | K
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GP8: DEDUCTION REPORTING PART 1 - IMPORTS

4) Select Deduction Report File Import from the Import Type pull-down menu.

Import Info

Import Type:

Description:

File Name: !

Import |

| Deduction Report File Import

s

5) Click Browse.

Import Info

Import Type: | Deduction Report File Import

File Name: [

Import |
Description:

s

6) The Choose File to Upload window opens. Locate and select the deduction report import file
on this window by clicking Open. The file name and path populate the File name field.

Choose File to Upload

21|

Look in: | (2 2011 Emplayer training files

j Q t,.? 3 '

| build 9005

) 9005-052010.1s
£) 9005-052010-all.txt
1 9005-052010c. xls
£] 9005-052010-no hank. kxt
[4F2005-062010-no hank,txt

h'
4

My Recent
Documents

r@;.

Desktop

)
My Network
Places

File name: 3005-082010-n0 hank tst

Open

Files of type: IAII Files [*.%)

Cancel

It
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GP8: DEDUCTION REPORTING PART 1 - IMPORTS

The file name and path populate the File name field.

Import Info
Import Type: |Muction Report File Import ;I * /
File Name: [C:\2011 Employer training files\S005-062010-no hank.txt || Browse.. | *
Import *
Description: .

7) Enter the Import Description. We suggest the following format: employer code-report date

(e.g., 9005-06/2010).

Import Info
Import Type: IEEduction Report File Import ZI *
File Name: [C:\ZOI 1 Employer training files\S005-062010-no hank.txt ] Browse... -
> Import ERIERRP L *
Description: :

8) Enter the Reporting Period in the MM/YYYY format.

Arguments

Reporting Period: 06/2010 | *

Save || Cancel |

- >

9) Click Save to initiate the upload. The “File is being uploaded, please be patient” message
displays while MyTRS checks first-level validation requirements against the import file.

File is being uploaded, please be patient.

Import Info

10) If your upload is successful, a pop-up confirmation message similar to the message below

will appear and close.

The file has been successfully imported. Here is the summary information:
File Name: X:\v3_import_export\uattest\RGEORGE_02_15_2011_1297770954015 |
hank.txt
Import Headgr 5036
Id:

* Denotes Reguired Field
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11) If an error message displays, click Cancel.

/= New Import - Windows Internet Explorer 10| x|
IVJ https://v3uat. trb. state.ma.us/uattest/app 3 &";
-~
Errors(1)
The import process failed. Please check with support team.
Import Info
Import Type: | Deduction Report File Import ;l *
File Name: |C:\2011 Employer training files\9005-052010-no hank.txt || Browse.. | *
Import 5005 - 06/2010 | *
Description:
Arguments
Reporting Period: [06/2010 | *
| save || Cancel ] b
* Denotes Reguired Field Ll
Done [ [ [ | | ntemnet [¥a ~ | R100% ~ /4

Note The most common reasons for format and structure test failures are importing the
wrong file and creating the wrong month from third-party software.

12) Try to load your file a second time in case you simply attached the wrong file, as shown in
the example above in which a May 2010 file was attached to a June 2010 upload.

13) If you need to troubleshoot your file, close the New Import pop-up window and load your
file into an external program or text editor such as Wordpad, Winword, Ultra Edit or a file
correction program such as BERT to detect the error and/or correct the file. Repeat steps 6
through 12. After you correct all first-level validation errors, MyTRS will display the
“successfully imported” message.

You have completed uploading a deduction report file import.
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Processing a deduction report import

After successfully uploading a deduction report file import, MyTRS automatically opens the
Import New System Data window. The Import Processing section displays the status of the
import file.

The Status of a newly imported report is Not Processed and the Processing Flag is set to Ready.

Imports

[ Mew... | [ validate | [Process... [ woid || View Report |
Current system time: 2/15/11 7 18 AM '

+ Controls
Import File File
Active Details Header Status eSS Import Type Import Description Load Process Performance
g Start  Date  RePort

Detail 5039| Not Ready Deduction Report 9005 - 06/2010 2/15/11
Processed File Import 7
AM
Details 5037 Voided Completed Deduction Report 9005 - 06/2010 - 2 2/15/11 .
File Import 6:58:27
AM
Details 5036 Voided Completed Deduction Report 9005 - 06/2010 2/15/11
File Import 6:57:04
AM
Details 5035 Processed Completed Deduction Report Gotham May - No Hank 2/14/11 2/14/11
Successfully File Import 4:14:40 4:15:04
PM PM
Details 5034 \Voided Completed Deduction Report Gotham May 2010 2/14/11 2/14/11
File Import 4:03:03 4:13:29
PM PM

You are now ready to process the report (subjecting it to the second-level validation process).
1) Select the Active radio button for the report to process.

2) Click Process...

Imports '

[ Mew... ) validate ] Process...)[ Woid || View Report ]
Current system time: 2/15/11 7:24:06 AM

+ Controls
Import File File
Active Details Header Status st Import Type Import Description Vead TS Performance
Flag Start Report

Detail 5039| Not Ready Deduction Report 9005 - 06/2010 2/15/11
Processed File Import 7:10:49

AM
Details 5037 Voided Completed Deduction Report 9005 - 06/2010 - 2 2/15/11
File Import 6:58:27

AM
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A processing instruction pop-up window appears.

fully File Import 4:14:4
PM

Confirm 1

Wait for this file to complete processing . Then proceed to the Wages,
Transactions, and Payment Manager to release the report.

Ok [ cancel

3) Click OK to confirm the message.

The Deduction Report Import file Process Flag changes to Queued Processing Request.

Imports

f New... ] :Ualidate ] :Process...] : Void ] [ View Report ]
Current system time: 2/15/11 7:29:29 AM

+ Controls
Import File File
Active Details Header Status IF:lrocess Import Type Import Description Load Process ;’erforr:tmance
1d ag Start Date S
Not Queued Deduction Report 9005 - 06/2010 2/15/11]
Processed Processing| File Import 7
Request AM

Details 5039 Processed Completed Deduction Report 9005 - 06/2010 2/15/11

Successfully File Import 7:10:49 7:27:29
AM AM
Details 5037 Voided Completed Deduction Report 9005 - 06/2010 - 2 2/15/11
File Import 6:58:27
AM

The Deduction Report Import file Status will automatically change to Processed Successfully if
the file passes the second-level validation process. If errors are detected, the status will change
to Processed With Errors. The next section will discuss resolving errors.

Imports
[ Mew... | [ validate | [Process... [ Wwoid || View Report |
Current system time: 2/15/11 7: 6 AM ,
+ Controls
Import File File
Active Details Header Status JIEEES Import Type Import Description Load Process Bt e
fag Start  Date  “oPot

1d
Detail Processed Completed Deduction Report 9005 - 06/2010 2/15/11 1
Successfull File Import 7:29:10 24
AM AM

Details 5039 Processed Completed Deduction Report 9005 - 06/2010 2/15/11 2/15/11
Successfully File Import 7:10:49 7:27:29
AM AM
Details 5037 Voided Completed Deduction Report 9005 - 06/2010 - 2 2/15/11
File Import 6:58:27
AM
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Reviewing and correcting a file that is Processed
with Errors

When MyTRS locates errors during the file validation process, the import Status changes to
either Processed With Errors or Validated With Errors, depending on which button you click to
check your file. To complete your import, you need to either correct the errors in the Import
Details window and re-run the validation process or void the import and load a corrected file.

Note For a complete list of possible import detail errors and what they mean, please see

MyTRS Reference Guide 2 - Reviewing Second-Level Import Validation Errors.
Note If you prefer to void and replace this file, you will need to first choose to Validate your
file before Void will be an option (even if your file is Processed with Errors). Files that
are “processed with errors” cannot be voided.

Import file errors report

1) Click on View Report on the Import Files tab and select Deduction Report File Detail Errors
from the selection menu that appears.

Import

Active Details Header Status
5042| Processed
with Errors

Imports ,

[ Mew... [ validate | [Process... | wvoid || View Report |

Current system time: 2/15/11 8:12:04 A Deduction Report File Detail Errors
H Conkrols e Standard Import Report

Process

Flag Import Type

Import Description

9005 - 06/2010

Completed| Deduction Report
File Import

File
Process
Date

Performance
Report

2) The Import Details Report pop-up appears. Select a Detailed Record Status of Errors in the
Select Parameters section and click Show/Schedule Report.

/2 Import Details Report - Windows Internet Explorer

Select Report

Category: [accounts

= =

Report:  [Deduction Report Fike Detail Errors
Background: -

BportType: G oy T oy T Excal I

Select Parameters

Import: 5042-5005 - 06/2010 , *
Detail Record Status: I Errors 5 I =
Sort By:|All -
Not Processed
Report View: [fau, =

Show/Schedule Report

T (@ memet

Html

*Denotes Required Field

|
V3 v [ R100% -
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GP8: DEDUCTION REPORTING PART 1 - IMPORTS

If your report viewer pop-up is a split screen, click on the little gray arrow in the middle of the

screemn.

lows Internet Explorer
Select Report [~ Deduction Report File Detai Errors
Category: | ’ Export
X Export
Report: =l » y pr— - .
Background: H m @ = Q‘S_J 111 & ® [s85% -~ 5 )]
Export Type:
PPt Mopgt T ocv T oexeel T [Ffd -
Select Parameters 4]
Import: 5042-5005 - 0/2010 = Deduction Report Import Summary Report
Detail Record Status: [Errors 2| = 9005 - 0672010
Sort BY: [Record Seq Number =] = As Of Date: 0211572011
Report View: [ summary L] = Parameters Generated On: 02152011 08:22:07
Detaded Record Status:  Errors Generated By: RGEORGE
Sort B Record Seq Number Page fof 1
[ Show/Schedule Report ¥ o
seas Detall Rooora Record statuc Ermor Moccage
7 00XXX-0061, CALCULUS, CHRs2 Freceszes wem Emors TE% 2 vk
s XOXX-D081, CALCULUS, CHRIS Frecerzes wen Emors TE v
” 00CXX-00%, HISTORY, HANK Frecerzes wen Emors Member nesd: o be regaiered for
eroimentey s aret
1 00XX00%, HISTORY, HANK Precerzes wm Emors Memper needs o be regsiered for
erroiment oy zence et
-]
- -
*Denotes Reguired Field
[pone [ | mternet ‘a - | ®i00% - 4

The report will expand within the window.

Deduction Report File Detail Errors

ernet Explorer

Export

808 & @

ll_Il © @ |105% |- o [;j Find -

Deduction Report Import Summary Report
9005 - 06/2010

As Of Date: 02/15/2011

Parameters Generated On: 02/15/2011 08:22:07
Detailed Record Status:  Errors Generated By: RGEORGE
Sort By: Record Seq Number Page 10of 1
Seq# Detail Record Record Status Error Message

7 XXX-XX-0061, CALCULUS, CHRIS Processed with Errors FTE% is invalid

8 XXX-XX-0061, CALCULUS, CHRIS Processed with Errors FTE% is invalid

17 XXX-XX-0014, HISTORY, HANK Processed with Errors Member needs to be registered for

enroliment by school district
18 XXX-XX-0014, HISTORY, HANK Processed with Errors Member needs to be registered for

enroliment by school district

*Denotes Required Field

Al

I R

[Fa - [R100% -

This error report can be saved, printed, or recreated as needed.
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Viewing and correcting import file errors

While correcting a deduction report, it is a good idea to determine if the report should be
corrected or voided and re-imported as a corrected file. To see what is causing your error
output, open the Import Details tab for the report in question. To open your deduction file in

the Import Details tab:

1) Click Details.

Thursday, March 17, 2011 | Welcome Barbara Gordon

! i JS MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

Home » Import/Export Files » Import New System Data

Import Files Import Details

Filter

Import Type: E’N'

Import Status: IAI

Imports

Current system time: 3/17/11 10:40:15 aAM
—Controls | E

Import

Active Details Header Status RISCESS

Flag

| Mew... | _Validate | Process... . void || View Reportj

| & print | & Export

Import Type

I Want To:

;I Account Settings | Logout

9005 GOTHAM PUBLIC S

File Load start date: [o9/17/2010 ]j

Import Description

Detalls Processed Completed| Deduction Report | June 2010 negs
with Errors File Import

;l File Process start date: [g3/15/2011 j [ Filter

d File

Performance
Process

Report

3/4/11 3/4/11
1:59:18
PM PM

File Loa
Start

Details 5045 Processed Completed Deduction Report  June 2010 - No hank 2/18/11  2/18/11
Successfully File Import 10:10:00 10:13:37
Al AM

CHOOLS

Massachusetts Teachers’ Retirement System
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IMPORTS

The Import Details window opens.

Import Files

Filter

Search:

Summary

Import Details

Tuesday, February 15, 2011 | Welcome Barbara Gordon

Home » Import/Export Files » Import New System Data

Process Flaq: IAH
Seq No From: |

=

Seq No To:

Select field to

Import Head:r 5042
Id:

Match Total: 40

Import Status: Processed with Errors
File Load Start: Fgp 15, 2011

L Miew Errors :
+ Controls
Select Import
Active r gzq Detail
Status
C r 40 Successful
o (= 39 Successful
C [ 38 Successful

=]

Enter the text to
find:

Import Tvpe: Deduction Report File Import

Process Flaa: Completed
File Process Feh 15, 2011
Start:

Pay Date Ssn
20100624
20100610

20100624

9959110010

999110010

995080005

Name

EASEL,
EMMA
EASEL,
EMMA
WHITE,
C. HAUK

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

Contract
Term

10

10

10

| Want To:

Find |
Import 9005 - 06/2010
Description:
Process Stop Feb 15, 2011
Date:
5y Base Coach Retro Longevity Stipend Pi
Duration = g y =tp
12 1,927.54 0.00 0.00 0.00 0.00 0.
12 1,927.54 0.00 0.00 0.00 0.00 0.
12 2,422.38 0.00 0.00 0.00 0.00 0.

_'J Account Settings | Logout

o

Sort the rows by selecting Errors in the Process Flag menu and click Find.

Filter

Process Flaq:

Seq No From:

Select field to
Search:

Summary

Import Header
1d:

’d

5042

Import Status: processed with Errors
File Load Start: Feb 15, 2011

Al -

All Seq No To:

Not Processed

SOA ”.’?ff Enter the text to
uccessful fi

- ind:

Exceptions

.

Import Type: Deduction Report File Import

Process Flaq: Completed

File Process Feh 15, 2011
Start:

4

Find

Import 9005 - 06/2010

Description:

Process Stop Feb 15, 2011
Date:

Massachusetts Teachers’ Retirement System
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The Import Details tab will refresh to show only records with errors.

Tuesday, February 15, 2011 | Welcome Barbara Gordon || Want To: = [ e Settngs | LOGOUT

l! ![2! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

Home » Import/Export Files » Import New System Data

il AFIE Import Details

[
Filter
Process Flaa: [Erors = |
Seq No From: Seq No To: l:l
Select field to ,I Enter the text to |
Search: find:
Find

Summary

Import Header 5042 Import Tvpe: Deduction Report File Import Import 9005 - 06/2010

1d: Description:
Import Status: processed with Errors ~ Process Flaa: Completed
File Load Start: Feb 15, 2011 File Process Feb 15, 2011 Process Stop Feb 15, 2011
re: ate:
Match Total: 4 <=
[ view Errors | 4=
— Controls| ¥ Filter| 18} modify| B sort| ] view Row| [E] Recc ,Print\ @ Export
Select Import

. Seq Rec Contract Pay i

Active E No gteattauﬂs Type Pay Date Ssn Name & Term Duration Base Coz
(o [ m | | | O O Sovmm e | T | e—

E E 7 Errors [y 20100610 | [999110061 | [CALCULUS, CHRIS | 0 12 1,194.92 .o

|: E 18 Errors [y 20100624 | [999110014 | [HISTORY, HANK ] o 12 [1,927.54 ] .o

F F 17 Errors |y 20100610 | [999110014 | [HISTORY, HANK | 10 12 1,927.54 .0

=
< | »
. Save | _ Reset |

3) If you did not create an import file errors report while on the Import Files tab, select a row
with an error and click View Errors (blue arrow) to see what errors exist within the record.
The Import Errors and Exceptions pop-up window appears, displaying the errors for the
selected row.

Errors
+ Controls
Number  Type Message
1 Error FTE% 15 invalid

Massachusetts Teachers’ Retirement System 12
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4) Return to the Import Details window by clicking Close.

nport Errors and Exceptions - Windows Internet Explorer

Errors
+ Controls
Number  Type Message
1 Error FTE®% 5 invalid

Ilv3uat.trb.state.ma.us/uattest/app?service=external/ImportPages: ImportErrorsdsp=IS042&sp=Ia

Note The error message Member needs to be registered for enrollment by school district
needs to be corrected by registering your employee through the Register Employee link
and re-processing your file on the Import Files tab. The error may alternatively be an
indication that there is a problem with this employee’s Social Security number, either in

your deduction report or as previously reported to the MTRS.

Note For an explanation of any error message, including a list of valid values for any field, see

our reference guide to reviewing second level import validation errors.

5) To correct the error listed in step 4, start by reviewing the information in the member’s
record by scrolling right to the appropriate field or clicking on View Row in the controls

toolbar to see the entire selected record in a snapshot view.

Match Total: 4

View Errors

. J

= Controls| Y Filter| t} Modify| E Sort| D Yiew Row| (=] Records| & Print| @ Export

Active [SilJECt ﬁsq Ig:;iazf :fs;e Pay Date Ssn Name & ?g:;ract EaLjY'ation

nunl_llzowosn |I999110061 |ICALCULUS CHRIS |I10 lI12 .

l‘ 7 FErrors N | [20100610 | [999110061 | [CALCULUS, CHRIS | o ] [2]

18 FErrors |y | [20100624 | [999110014 | |[HISTORY, HANK | o ] [2

17 Errors [N | [20100610 | [699110014 | [HISTORY, HANK | o] [2 ]
Massachusetts Teachers’ Retirement System 13
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6) If you clicked View Row, the record will appear as a pop-up window. In this example, the

error was caused by Mr. Calculus’ FTE% being entered as a decimal rather than the required

3-digit percentage value.

Record# 1 of 4
4 4 b bl

8

|20100624

|lses110061

|CALCULUS, CHRIS

[10

[12

|1,194.92

|o.00

|o.00

|o.00

|o.00

|o.00

lo.00

|26

[131.44

|o.00

lo.00

|201006

|60 FAKE STREET

|cAMBRIDGE

(MA

02142

|s1,780

[TEACH

Massachusetts Teachers’ Retirement System
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IMPORTS

7) In this example, the error can be corrected by changing the FTE% from 0.6 to 060.

Installment [0.00

Period Date \:201006

FTE% EE':

Streetl :

Street2 [60 FAKE STREET

Note All values entered on this screen must match the file layout format. For instance, a part-
time percentage of 50% must be entered as 050.

8) Most second-level errors will exist in each of
blue arrows to scroll through the records.

the member’s records on the report. Use the

Record# 1 of 4
4 4 » bl

9) Repeat this process for each non-registration

10) Click Save on the bottom of the screen.

error shown on the Import Details window.

Tuesday, February 15, 2011 | Welcome Barbara Gordon

! z JS MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

Home » Import/Export Files » Import New System Data

Import Files  [BEEEREEEIS

| Want To: ;I Account Settings | Logout

Filter
ProcessFlaa: [Eros =]
Seaq No From: Seq No To:
Selectfieldto [ ] Enterthetextto
Search: find:
. Find |
Summary
Import Header 5042 Import Tvpe: Deduction Report File Import Import 9005 - 06/2010
1d: Description:
Import Status: Processed with Errors ~ Process Flaa: Completed
File Load Start: Fep 15, 2011 File Process Feb 15, 2011 Process Stop Feb 15, 2011
Start: Date:
Match Total: 4
[ wiew Errors |
—| Controls| Filtev‘ I@ Mudlfy‘ m Sort‘ El Yiew Row‘ ) Re:nrds‘ (=] Print‘ @ Export
Select goq Import
- Seq ec Contract Pay -
Active D No gteattau‘ls Type Pay Date Ssn Name & TP EXiating Base Coz
o | | © croc| (N G GOV SNV | | | .
[« ||‘| 7 Errors [N [20100610 | [999110061 | [CALCULUS, CHRIS ] 12 1,194.92 0.0
[e] 18 Errors [y [20100624 | [999110014 | [HISTORY, HANK ] o 12 [1,927.54 0.0
el ||‘| 17 Errors |y [20100610 | [999110014 | [HISTORY, HANK | 12 1,927.54 [0

A"

_ Save |

_ Reset |

o

Massachusetts Teachers’ Retirement System
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11) Click the Import Files tab.

Tuesday, February 15, 2011 | Welcome Barbara Gordon | Want To: ;I Account Settings | Logout

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

Home » Import/Export Files » Import New System Data

MLl Import Details

Filter
Process Flag: I Errors ;I
Seq No From: | Seq No To:
Select field to ;l Enter the text to |
Search: find:
Find
The Import Files tab opens.
Tuesday, February 15, 2011 | Welcome Barbara Gordon | Want To: ;I Account Settings | Logout

RS

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

Home » Import/Export Files » Import New System Data

Import Files BinliladsSETS

Filter
Import Type: [z = File Load start date: [08/15/2010 | T}
Import Status: IAH ;' File Process start date: [02/16/2011 | j [ Filter
Imports
Mew... | [ Walidate | Process..) | void || Wiew Report |

Current system time: 2/15/11 11:47:49 AM
= Controls\ B Sort[ D View Row‘ [® Records‘ e Print‘ @ Export
Import

File File

Active Details Header Status ;;Cgcess Import Type Import Description Load Process :eegg:tmance
1d Start Date
S| Processed Completed| Deduction Report 9005 - 06/2010
with Errors File Import 3
e Details 5041 Voided Completed Deduction Report 9005 - 06/2010 2/15/11
L File Import 7:56:36
AM

Massachusetts Teachers’ Retirement System 16
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12) Select the file you wish to re-process and click Process.

Imports ,

[ Mew... |[validate | Process... | Wvoid || Wiew Report ]
Current sr{stem time: 2/15/11 11:49:01 AM

— Controls Sort| . View Row| [z Records| (=1 Prlnt| @ Export
Import File File
Active Details Header Status Siocess Import Type Import Description Load Process Performance
Flag Report
Start Date
Details 5042( Processed Completed| Deduction Report 9005 - 06/2010 2/1 11 2/15/11]
with Errors File Import :05:05
AM AM
Details 5041 Voided Completed Deduction Report 9005 - 06/2010

File Import

13) Repeat this process until all errors are corrected. Once all errors are corrected, the Status
changes to Processed Successfully and your report is fully imported.

Imports

o

Mew... | [ validate | [Process...) [ void || Wiew Report ]
Current sr{stem time: 2/15/11 11:54:07 AM

— Controls| B Sort| ] view Row| [E] Records| & Print| & Export
Import File File
Active Details Header Status GIocess Import Type Import Description Load Process Performance
Flag Report
Start Date
Detail 5042| Processed Completed| Deduction Report 9005 - 06/2010 2/15/11] 2/15/11
Successfull File Import 8:04:37| 11:53:10
AM AM
Details 5041 Voided Completed Deduction Report 9005 - 06/2010 2/15/11

File Import 7:56:36

sns

You have completed correcting import detail errors and successfully imported your file. Please
proceed to Review Employer Reports, Billing History & Payments to review, validate, edit, and
submit your deduction report. Please see our user guide Report Processing for detailed
instructions.

You have completed this guided practice.
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